
 

 
 

Department of the Army   *TRADOC Regulation 1-11 
Headquarters, United States Army C1 
Training and Doctrine Command 
Fort Monroe, Virginia 23651-1047 
 
 
21 September 2010 

Administration 
 

STAFF PROCEDURES 
 
 
FOR THE COMMANDER: 
 
OFFICIAL: JOHN E. STERLING, JR. 
 Lieutenant General, U.S. Army 
 Deputy Commanding General/ 
     Chief of Staff 

 
 
History.  This is administrative change 1 to U.S. Army Training and Doctrine Command 
(TRADOC) Regulation (Reg) 1-11. 
 
Summary.  This regulation prescribes policy, procedures, and formats for preparing and 
coordinating correspondence and other administrative actions for Headquarters (HQ), 
U.S. Army Training and Doctrine Command (TRADOC).  It also provides responsibilities 
and procedures for scheduling conferences and briefings.  This administrative revision 
incorporates changes listed in the Summary of Change, page 2. 
 
Applicability.  This regulation applies to all TRADOC agencies that prepare 
correspondence for HQ TRADOC. 
 
Proponent and exception authority.  The proponent of this regulation is the 
Command Group Action Office.  The proponent has the authority to approve exceptions 
or waivers to this regulation that are consistent with controlling law and regulations.  The 
proponent may delegate this authority in writing, to a division chief with the proponent 
agency or its direct reporting unit or field operating agency, in the grade of colonel or the 
civilian equivalent.  Activities may request a waiver to this regulation by providing 
justification that includes a full analysis of the expected benefits and must include formal 
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review by the activity’s senior legal officer.  All waiver requests will be endorsed by the 
commander or senior leader of the requesting activity and forwarded through their 
higher HQ to the policy proponent. 
 
Army Management Control Process.  This regulation does not contain management 
control provisions. 
 
Supplementation.  Supplementation of this regulation and establishment of command 
and local forms are prohibited without prior approval from the Command Group Action 
Office (ATCS-XS), 33 Ingalls Road, Fort Monroe, VA  23651-1067. 
 
Suggested improvements.  Users are invited to send comments and suggested 
improvements on DA Form 2028 (Recommended Changes to Publications and Blank 
Forms) directly to the Command Group Action Office (ATCS-XS), 33 Ingalls Road, Fort 
Monroe, VA  23651-1067.   
 
Distribution.  This publication is available in electronic media only and is published on 
the TRADOC Homepage at http://www.tradoc.army.mil/tpubs/regndx.htm. 
 
 
Summary of Change 
 
TRADOC Regulation 1-11 
Staff Procedures 
 
This administrative revision, dated 21 September 2010- 
 
o Changes name of proponent from Office of the Secretary of the General Staff to 

Command Group Actions Office. 
 
o Improves instructions on HQ TRADOC Tasking Order (TASKORD), version 06 Aug 

2010.  Sample attached.  Links to TASKORD occur in the following paragraphs: 
o Para 2-3e(2) to "Receive the complete tasking in the current TRADOC tasking 

order (TASKORD) format from the originator of the tasking." 
o Para  2-3f(2) to "Construct the tasking following the current TRADOC TASKORD 

format. 
o Para 5-3a to "Solicitations for nominations are processed through G-33 to task 

out to organizations.  See paragraph 2-3d(2) for guidance on preparing the 
TASKORD that accompanies the package.  Address correspondence and/or e-
mail to organizations soliciting nominations from subordinate organizations for 
ACOM level competitive awards.  Forward through organization SGSs to ensure 
Command Group awareness of the requirement and tracking of suspense for 
timely submission of nominees to higher HQ and/or other affiliated organizations. 

 
o Moves instructions to coordinate all major events with G-33 for inclusion in the 

TRADOC Enterprise Calendar from paragraph 2-11 to paragraph 9-5 as follows: 
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9-5.  Coordinating with TRADOC Enterprise Calendar (TEC) 
To preclude schedule and facility conflicts, coordinate all major events, 
symposiums, conferences, seminars, etc., with G-33 for inclusion in the 
TRADOC Enterprise Calendar (TEC).   

 
o Adds Command Sergeant’s Major signature block to figure 2-5 (attached at end). 
 
o Updates distribution list for correspondence to reflect Centers of Excellence and 

Deputy Commanding General, Initial MilitaryTraining, figure 2-7 (attached at end). 
 
o Replaces references to TRADOC Secretary of the General Staff (SGS) and Office of 

the Secretary of the General Staff (OSGS) with Command Group Actions Office 
(CGAO) on TRADOC Form 5-E.  Blank form at end of regulation. 

 
o Replaces sample TRADOC Form 5 with improved version.  Figure D. 
 
o Corrects hyperlink to TRADOC Knowledge Enterprise (TKE) Actions Library.   

Paragraph I-2. 
 
o Adds CoE, IMT, RC, TEC, TKE and all centers of excellence to glossary. 
 
o Deletes references to TRADOC G-9 throughout document. 
 
o Replaces Secretary of the General Staff (SGS) and TRADOC Office of the Secretary 

of the General Staff (OSGS) with Director, Command Group Actions Office and 
Command Group Actions Office respectively throughout document.   

 
o Deletes references to Deputy SGS throughout document.   
 
o Replaces Executive Services Division (ESD) with Executive Services Office (ESO) 

throughout document. 
 
o Changes reference from TKE “Web site,” to TKE “Actions Library” throughout 

document. 
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Figure 2-5.   
CG and Deputy Commanding General/Chief of Staff signature blocks 
 
Commanding General 
 
Military Correspondence Nonmilitary Correspondence 
 
 MARTIN E. DEMPSEY Martin E. Dempsey 
 General, U.S. Army General, U.S. Army 
 Commanding Commanding  
 
For Memorandum of Understanding 
 
 _______________________________ 
 MARTIN E. DEMPSEY 
 General, U.S. Army 
 Commanding General 
 U.S. Army Training and Doctrine 
   Command 
 _______________________________ 
                           (Date) 
 
For Letter Using CG Letterhead 
 
 Martin E. Dempsey 
 General, U.S. Army 
 
 
Deputy Commanding General/Chief of Staff 
 
Military Correspondence Nonmilitary Correspondence 
 
 JOHN E. STERLING, JR. John E. Sterling, Jr. 
 Lieutenant General, U.S. Army Lieutenant General, U.S. Army 
 Deputy Commanding General/ Deputy Commanding General/ 
      Chief of Staff      Chief of Staff 
 
For Letter Using DCG/CoS Letterhead 
 
 John E. Sterling, Jr. 
 Lieutenant General, U.S. Army 
 
Command Sergeant Major 
 
Military Correspondence Nonmilitary Correspondence 
 
DAVID M. BRUNER                                               David M. Bruner 
CSM, USA                                                              CSM, USA 
Command Sergeant Major                                     Command Sergeant Major 
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Figure 2-7.   
Distribution list for correspondence addressed to TRADOC subordinate activities, and deputy 
chiefs of general and chiefs of special staff offices. 
 
 
Commander 
U.S. Army Accessions Command 
U.S. Army Combined Arms Center 
Centers of Excellence 
 
DCG, Initial Military Training 
 
Commandants, TRADOC Schools 
 
Director 
Army Capabilities Integration Center 
U.S. Army TRADOC Analysis Center 
U.S. Army Aeronautical Services Agency 
 
Deputy Chiefs of General and Chiefs of Special Staff Offices,  
     HQ TRADOC 
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